Lead User Guide:
Application for Firm Certification

Welcome to the online tutorial for the LesBla s ed Pai nt Program’ s A
Certification. This tutorial will walk you through the process of completing and

submitting an application for certification to EPA under the Renovation, Repair, and
Painting (RRP) and/or Abatement programs.



Firm Public Site

SEPA

Apply For or Update Your
Renovation Firm's Lead-Safe
Certification Today!

APPLY NOW!

The Firm Certificatioa p pl i cati on can be aSafe@estiicatidn t hr o
Program publievebsite, linked belowTo ent er t he applicati on,
logo or link on this webpage

https://www.epa.qov/lead/getcertified



https://www.epa.gov/lead/getcertified

Firm Search
SEPA
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Lead

Lead Renovation/Abatement Firm
Certification Application or
Update

Search Fems

All users seeking certification and/or updates for a firm must first search for an existing
record. A business with an active certification can submit an application for
recertification, an amendment to update their business information, or request a
replacement copy of their certificate. A business seeking an initial certification has the
option to begin a new application to certify their firm.

At a minimum, the user must enter their firm name, firm phone number, and firm
address into the respective fields.



Firm Search — Certify a New Firm

Search Firms
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Firmsthat have never been certified will have the option to begin a new application by
clicking the link highlighted above. Users will only be able to access this link after
looking for their firm using the search tool.



Firm Certification Options

Please select from the following options

Certification

Cancel Continue

EPA's full refund poiicy can be found at

Clicking the link to begin the application to certify a new firm will open ayp

window. In this window, the user can select to apply for certification as either a
Renovation (RRP) or Abatement firm. Selecting both boxes will allow the user to apply
for both certifications in one combined application.

Note: Once a firm is certified, the user will not be granted a refund. The user needs to

make sure that they are applying for the appropriate certificattrP A’ s f ul | r e f 1
policy can be found at
https://www.epa.qov/lead/epacertificationprogramfeesrenovationfirms-and

abatementfirms.



https://www.epa.gov/lead/epa-certification-program-fees-renovation-firms-and-abatement-firms

Firm Search Results
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Fimswh o find themselves on the search can

foll owing: apply for certification/recert

make a request for a certificate replacement.

Firms | ooking to recertify should select
recertification options will depend on what certifications are currently active. In the
example on this slide, the sample firm only holds a Renovation (RRP) certification, so
the recertification option is only available for that certification type. This sample firm

can choose to submit an application to get certified as an Abatement firm, but that will

be considered an initial application. Firms that have both Renovation (RRP) and
Abatement certifications are able to choose which/both certifications they need to
recertify.

C



New Certification —
CDX Register/Log In Page CDX

New to COX7 Already Regostered?
Completion Checkiing

Are yOU A Newe User 10 the systam, and would Do you have an existing Central Data
you like to creste an accourt? Exchange account?

o User 10

Frm lefermation

Sgrature and Payment Poasword

Once an application is selected, the user will be directed to the CDX Register/Log

page. If the user has previously used the Central Data Exchange (CDX) for reporting,
they can enter their CDX user | D and pass
the user has a CDX account but forgot their User ID or password, they can click the
appropriate links and follow the steps provided to recover their information. If the user

is new to CDX, they can click the *“Regist



State/Territory Selection CDX‘,“

To determne whether 10 apply 1o EPA and/or state, irive or lerrtory, refer lo
=! for Renovation (RRF), andior
for Abatement

New and existin@DX users will first be prompted to select all states/territories where
they plan to be doing Renovation and/or Abatement business. This helps the user
determine whether they are obtaining the appropriate certification

To determine whether to apply to EPA and/or state, tribe or territory, refer to
https://www.epa.gov/lead/renovatiorrepairand-paintingprogramfirm-
certification#1for Renovation (RRP), and/or
https://www.epa.gov/lead/leadbasedpaint-abatementand-evaluationprogram
firm-certification#1for Abatement.



https://www.epa.gov/lead/renovation-repair-and-painting-program-firm-certification#1
https://www.epa.gov/lead/lead-based-paint-abatement-and-evaluation-program-firm-certification#1

State/Territory Selection CD)(“"‘

The user will see this message if the state(s)/territosielected are all covered by the
EPA Lead program.



State/Territory Selection —
EPA-Authorized States CD)(

If a user enters a state that is authorized to issue its own certification, the user will be

notified and |inked to the state’'s page.
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Registration Information Page — J
New CDX Account CD)(

Thef i rst part of the application for new CI
user must enter the appropriate information in all fields of this section.

The user must use their full | egal name i
be used for electronic identity proofing. For more information on the identity proofing
process, click the “identity proofing” he

On this page, the user also creates their CDX user ID and password. This will be the
information used to access CDX in the future, which includes access to submit
Abatement Notifications for firms seeking abatement certification. The user may use
their email address or any other unique name for their user ID; the user should NOT use
their social security number as their user ID.

The user should also be careful to remember the password, as this will be used later to
sign the applicationSelect three security questions and enter answers for each that are
easy toremember but hard to guess.

Before continuing, click the link to open and carefully read the Terms and Conditions of

the CDX systengelect the check box to agree to the Terms and Conditions before
continuing by c¢clicking the “Submit” butto

11



User/Firm Information Page — -
Existing CDX Account CDX»

----------

If the user has loggeid as a previous CDX user, they will not have to complete the User
Information page. They can simply enter their job title and phone number in the User
Information section. Logged in users will also have the option to select a firm that is
already associated with their CDX account by choosing from a dropdown menu. To add

a new firm instead, sel ect the “Associ at e
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Recent Submission Warning CDX‘,“"

If the user receives this message upon logging into CDX, it means they have submitted a
Lead Firm Certification application within the last 30 days. If this is correct and no

further action is needed, click the *“ Take
application. If the user believes their previous submission is complete but has not been
signed, they can click “1 waenterthe o si gn my

application process where they left off.

In some cases, a user may wish to submit and pay for multiple applications. For

example, they may be applying for certification for two branches of a business that
require separate certifications. I f this
another application” to begin a new elect
option will require the user to pay the full fee for the new application.
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Incomplete Submissions

You do not current have acy incompiete/outstanding submissions.

Thank you
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Clickinggl want to sign my previous
back into the system to sign any outstanding submissions. In most cases a user will see
this page, indicating there are no outstanding submissions. If this is the case, their
previous submission was successfully signed and no further action is required.

applicatio
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Firm Information Page CDX:

T intormation
Completon Checkist

Z User Informaton v Frm Search

# Fam Information In your frm's maiing address diffecent than aboe?
Yol No

fapravtiew ardd Payrrewt

Dows the fiem harve sty Sadt, Srasen, o sending lead-Sased paint activity viclations of EPA,
state, LS, terriery, o Indlan orided land reguiations?
Yeu * No

Chack hare 1o be lated an EPA'S mal: wite for:
Exaluation (Dust Samging)
Re~ovation

Or, spt-cutt of being Inted on EPA's wed e
Do Not List Me

| Mest |

Upon entering User Information as a new CDX ukeruser will be taken téthe Firm
Information page. The user can search for their firm by entering the firm name in the
Firm Search box. Results will begin displaying upon entering at least three characters.



Firm Search

cDXe

Completion Checklivg

# N information

Signature and Payment

Fom Information

Fem Search Lot find vour frm?

us

T your fiem's masing addresy =

Yes ™ 15867 US. EPA (1200 PENNSYLVANIA
AVE MW, WASHINGTON, OC, US

Dous the frm have any past, * %)

state, US, tarrtory, o Iadian wibal and reguistions®
Yes e

ity viclations of EPA,

Check here 1o be listed on BPA's web ste for
Evalustion (Dust Samplng)
Renovetion

Or, spt-cut of being lated on EPA's web ste:
Do Not Lzt Me

£33

If theu s efirm islisted in the search results, select it from thedist verify that the

firm name and address displayed is correct. There may be multiple firms with similar

names, SO0 i
firm is not
system. The

criteria. If the user is completing a Recertification application as a returning CDX user,

t is Iimportant to verify both
|l i sted, they can click “Can’t
“Use advanced search” option

the Firm Information section will be pqgopulated.
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Firm Advanced Search

Tam Informanon

Completion Checklhst

Frm Search

Z 'om Information * Use Advieced Search
Create My Own

Frm 10
Frm Name us

Fam Adcress

Search for your organization using the search criteels below,

Selectinghe Advanced Search option will allow the user to search for the firm by a
variety of search criteria including: Firm ID, Firm Name, and Firm Address. Enter at least

one

of these criteria and

c |

c k

“Search”
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Advanced Search Results

Completion
Chwckiint

# User Trformason
v

# Fom information

Fem Search
* Use Avanced Search
Croata My Own
Firm Tiem
(1)
e
[ Satact | 15857 US

Form Inlormation

2
Address Ciy State Code
1200
PENNSYLVANLA VIASHINGTON oC 20460
AVE NW

18 your frm's maiing sddress differert than above?

Yeu No

Dows the firm have any past, present, o pending leack-based gant actity violations of EPA,
state, U.S. termiory, or Indian el and regulations™

Yes ~ Mo

The results of thadvanced search will be displayed in a table. If the firm is displayed in

t he
t he

l i st (o
“Creat e

l i ck
My

t he
own?”

“Sel
radi o

ect

button

button
t o

to th
manua
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‘Create My Own’ Firm Option CDX"‘

fum imformation
Completion Checking

# User Informamon v Firm Search . Can fod vour frm?

# Fem Irformation Use Advanced Search
& Creats My Opn

Sgratre and Payment

Note: This i how yoor fem name wll appear on your certificate.
Firm Name *

Wi growvde the phywical sihbess ol youn o) 1o 0 Benes arm acoepined, M yws Bis s & Trrent masbiog
wddrons, anboate this aned enter 1 befiow. This ey be » 1O Box

Firm Addowss *

Fem Address 2

Oty *

State * Alasama

ZIPPosta Code *

To request to add a new firm to the database, enter the required informatidghis
form.

Please note that PO Boxes for the business address are not acceptable. The user can
specify a PO Box for their mailing address later in the form, if necessary.
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Firm Information
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Once the firm has been selected from the list, verify thahdame and address are
correctly.

di spl ayed
and extension, if applicable.

Then

enter

an

emai
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Firm Information, Violation History,
Listing Preference CD)(

If the firm has a mailing address that is different from the physical address listed, select
the “Yes” Dbutton to enable the Mailing Ad
information.

Indicate whether the firm does or does not have any past, present, or pending lead

based paint activity violations of EPA, state, U.S. territory, or Indian tribal land

regul ations by selecting either the *“ Yes"
box will appear for the user to provide a required explanation.

At the bottom of the page, the user can choose whether they want the firm to be listed
on the EPA website for Renovation, Lead Abatement (if applicable), and/or Evaluation.
The user may select one or more of these

Click “Next”™ once the page is complete to
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Email Validation CDX=

Completion Checkhist | Email Validation

A link was sent to the email address you provided _). Plaase

click the link in the emall to complete the submission process,
# Frm Information

Signature and Payment

Haven't received your valdation code yet? You can resend it by dicking here

Once the form is completed, an email will be sent to the email address provided
containing a validation URL.

22



Email Verification
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Aboveis a redacted example of the email message for Email Verification. Click the link

to validate the email and resume the application.
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Review and Payment Page CD)("‘

On theSignature and Payment page, verify that the information displayed inoaad
format is correct and complete. I f any <ch
to the appropriate section of the page.

24



Paying with Credit Card CD)(:

Faymrm

Covtitications 90

COroctit /Dot Candd Transattinm

The total cost for certification is displayed in the Payment section. The user may select
to pay this amount either by credit or debit card, with a bank account ACH transfer, or
with a payment code. Select the appropriate method by clicking the appropriate radio
button. To pay by credit or debit card, enter the card number, security code, and
expiration date of the card. If the name or address of the cardholder is different from
what is displayed, edit those fields.

As a new CDX user, for identity proofing purposes, enter the last four digits associated

G2 GKS yIrYS 2F GKS /5. dzaSNXQa az20Alf aSod:
Please provide the social security number of the person whose name is associated

with the CDX account, and not the cardholder, if the two are differehe name

associated with the CDX account is displayed above the SSN field.

The credit card expiration fields are defaulted to the current month and year. The
month drop down does not display the months of the year that have passed unless the
year option is changed. If the user is having trouble finding the desired month in the
month dropdown, first change the year in the year dropdown, then select the desired
month.
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Paying with a Bank Account Transfer (A@D)(‘“‘

Payment

The amount owed for your Firms Cartification is Istod Delow. For an explanation of the foes

below, view the Fas Sched
Cortefication: £300

Fay Via Credi/Deblt Card
*Pay Vis Bark Account (ACH)

Sshmit Uaing Payment Coda

Bank Accoumt Tanmaction
Account Molder Name Jane Dow

Peins provade The SOMA ascn btad weth Jass Diue (whune e & asockited with thes COX atoust),
ven F The i of 1 Cond el Psker 1 MTarest

Payrent Ameurt $300

Account Type * v
Routing Nearsber

ACOOGIA Noutrite A
Confrm Account Rumber

Chedk Namber AWy

To pay witha bank account transfer, select the account type and enter the routing
number and account number.

As in the case of credit or debit card payments, the last 4 digits of the social security
number must be entered. Please provide the social security number of the individual

whose name is associated with the CDX account rather than the bank account holder, if
the two are different. When the above inf
payment” button to submit and pay for the

26



Paying with a Payment Code CD)(“‘

v

Gt 40

B e e L e A PRI

To pay with a payment codenter the payment code in the appropriate field.

For the identity proofing portion, enter the social security number (last 4), date of birth,
and home address. Be sure to enter the identity proofing information for the person

whose name is associated with the CDX account, seen in this section as Account Holder
Name.

27



Certification Statement CDX‘:

Certification

Certification Statement

* The information included on this application, incdudng any attachments, is true and accurate
to the best of my belief and knowledge.

« This firm shall only employ appropriately gualified individuals to conduct lead-based paint
activities and renovations.

* This firm and its employees shall follow the wock practice standards set forth in 40 GFR §
745.227 for conducting lead-based paint activities or 40 CFR § 745,85 for conducting
renovations at all times.

» | acknowledge that any certification issued pursuant to this application, incduding any
attachments, will be subject to revocation if lssuance was based on Incorrect or Inadequate
Information that materially affected the decision to ®sue the certification.

Plaase read and agree to the following items before signing your submission,

I hereby attest and affiem to the above Cartification Statement required by this submission,

1 agree to the terms of the Electionic Signatyre Agreement. You may not register or sign
an agreement for someone else under penalty of law,

The last section on the Review and Payment page is the Certification section. Read the
full text of the Certification Statement as displayed, and affirm acceptanteederms.
Clickinghe link to the Electronic Signature Agreement will display the full text of the
document. To sign, the user must check both of the boxes to affirm both statements.



Signature Request CDX‘,“‘

Once the user has checkédth of the boxes and completed all application fields,
clicking “Sign a-updvindw.riter thve DX accopnepassveord poo p
continue.
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Processing Request CD)(:,‘

) Processing Request.

| This may take a couple of minutes. Please do not click back, stop, or

refresh during this process. To avoid duplicate charges, please do

not close this window.

The process for submitting thegplication and processing payment may take a few
minutes. It is important that the user does not close the window while the system is
processing, to avoid duplicate charges.



Submission Confirmation CDX"‘
SN o

COXs

Completion Cnecidist | Form Complete

Application Numbes: C3e4052
Date/timsee: 4/15/2021

Your apphication has besn 1eceived and will be reviewed by EPA; this wil take aboat two to three
weoks. Once the review s complete, you will lecoive an approval package nduding your certificats
by sl from Sl pant Sepa 0o ) MOSER The appeovit emall arrhes 3 your Inbox and NOT your
Spien fodder, phasss pod laad pind Eeoe 0oy 10 your contacts. A copy of the approwval package will

b be sert %0 your ()

CIME g Do B W SV | W10 N e s e Pt S s B

St U | bty A Qi | Vo sl Eine | St 1

Oncethe application is complete and signed, the process is complete. If the user
passed the electronic Identity Proofing step, their password is considered their legal
signature and the application is complete. On this page, the user will see their
application number and the submission date. The application will now be reviewed by
EPA. Once the review is complete, the applicant will receive a confirmation email from
lead.paint@epa.gov with further details.



Confirmation Email CD)("‘

paca

Laad Combination Firm Application Sgned - Initial - C358053

j EXTERNAL SENDBER: Do not clck any lnks or open aay attachments waless you trust the sender sad know the cootest is safe

Janwe Do

Your sppiication for Dees Applying for Cortificamon 10 Condact Lesd - Based Pant ACtvities has beos ugned. A foliow op notBcation will be emalied brom
' . 12y when ot sibmihsien has beern rviewed ated proeevied

Aophcation 0 CIAN)
Scbirvdysion Type drdtial

¥ yOu bunee ny QUESTIONA, plesse COMINCT b

Thaek you

S Lvtronvment sl Protection Ageecy

If the application is complete and signed, the user will receive an email similar to the
above for confirmation.
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Identity Proofing Retry CDX‘,“
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If the user does not pass the electronic identity proofing process they can retry on this
page, or choose to print, sign, and mail the paper form of the Electronic Signature
Agreement (ESA) and Submission Certification Statement to EPA. The user has up to
three attempts for identity proofing.

Note that the electronic application has been submitted but not signed; if the user is
unable to pass identity proofing, it will be considered signed upon receipt of the paper
ESA with a wet ink signature. The mailing address to send the paperwork to is displayed
at the bottom of the document.
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Electronic Signature Agreement (ESA) CD)("“

=3

Click the “Print, Si theElect@nicgnature Agleentent.on t o
The user must print, sign, and malil this page to the address listed at the bottom of the
document.
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Electronic Signature Agreement (ESA) CDX:

Comgdetion Chectest | Paper Electronic Signature Agreement

To complete the appication process please print, sign, and mad the following paper form of the

Electronec Signature Agreement, and Submission Certfication Statement to the B Lead Data
Fam Infornaton v Procesang Cemer at the adcress provded st the end of the documen

Print, sign, and mail the £k e Sigr Ag o

Signature and Puypeens
v EPA Lead Data Processing Center
/o CGl Federn, inc
12608 Far Lakes Cice
Fairfa, VA 22033

Oncethe document is printed, the address is displayed on the screen as well.
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Options to Update Firm Information or Replace a
Certificate

Firms looking to update their information or request a replacement copy of their
certificate should sel agwindawhe “ Ot her ” opt

The “Update firm informati eOnly Anempdmeno n wi | |
application, where the user can update the information for an existing certification.

The “Replace |l ost/ misplaced certificate(s
copy of the certificate. Each replacement certificate request is $15. If the certificate in
guestion was issued after December 1, 2020, the user should try checking if the

approval package is already in their CDX Inbox before submitting a replacement request
and remitting a fee.
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Information-Only Amendment — -
CDX Log In Page CDX’

Soew e CONP
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Firmsseeking to update their information will be redirected to the Central Data
Exchange (CDX) log in page.

If the user has previously used CDX, they can enter their CDX user ID and password and

click the “Log In to CDX” button. I f the
or password, they can click the appropriate links and follow the steps provided to
recover their information. I f the user i

to create a new account.

37
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Information-Only Amendment — o
User/Firm Information Page CDX

Afterlogging in, the user is taken to the User/Firm Information page. On this page, the
user can make any edits to their firm' s

38



Information-Only Amendment —
Information Review Page CDX‘:

Anyinformation edited by the user in the previous page is displayed in-ozdylformat

on the Information Review page. The information on this page should be confirmed for
accuracy. | f the user needs to make any e
previous page. I f all of the information

39



Information-Only Amendment —
Signature Page

CDX

Theuser is then navigated to the Signature page. Here the user must agree to the terms
before signing their submission via the eSignature widget. The user must enter their
password and answer a verification question to electronically sign their application.

If signature questions are not alreadgt up, the user may be prompted to select five
security questions and answers prior to the eSignature widget displaying.

40



Information-Only Amendment —
Confirmation Page CDX

BEPA s

& xzac )
Linggnd 1 se LEACCINO20IT

Compéetion Checkiist | Form Complete

U /Fem Idormantion

v
Apphcant Numbes: F110117
Irfarmation Roview v Date/time: 4/55/2001

Sgnotinev?

You hawe suctessfufly complated your reguest to amand your firm's information. If you a0
requestied & cerfificats replacemment, your certificate will be emaled 10 you aftey your amendiment is
processad

41

After signing the submission, the user is taken to the confirmation page.
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Replace a Certificate — .
CDX Log In Page CDX

Sty 00K Mivaoy drginreds

Aow you 8 ew e 90 B sy, ded el De you have an eating Gl Dt
you hon 15 cwene v pccoues? Exchangs scown?

o —

L

Firmsseeking to replace their certificate will be navigated to the CDX log in page.

If the user has previously used CDX, they can enter their CDX user ID and password and

click the “Log In to CDX” button. I f the
or password, they can click the appropriate links and follow the steps provided to
recover their information. I f the wuser is

to create a new account.
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Replace a Certificate —
User/Firm Information Page CDX

After signing in, the user is navigated to the user information page. The user is not able
toeditt heir firm' s information on this page,
through the “Update firm certonyication” o

amendment). The user can only edit their contact information (phone number and
email).

Upon c¢licking “Next,” the user 1 s navigat

43



Replace a Certificate —
Revew and Payment Page CDX

L= —

Thereviewangp ay ment page will display the fi

pay for their certificate replacement request.

Payment can be made via Credit Card, ACH (Bank Routing/Account #), or Payment
Code.
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Mot ey
CDX:

Completion Checklist

Uset SFiren Infoemation
v

Sonatuee and Payment
v

Replace a Certificate —
Confirmation Page CD)(
1T A

12992 M m LEADCEMOIOI L

Form Complete

Applicant Number: 7110137
Date/Ume: 4/15/2021

You have successiully comgieted your reguest to amend your fam's information. If you also
roquasted a cortificate replocemort, your certificate will be emalled to you after your amendment is
processad

N Wiy Thngh: S0 A 1993 | (970) 494 3000 hur clburs fram Pumets Rirws et G

Mt LI | Wity Aok Qi | Twwwns st Concbiibnn | Contindt i

After signing the submission, the user is dirededhe confirmation page.
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United Stales Environmental Prolection Agency
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Approval Package — Firm Certificate and Logo

Once theapplication is approvedhe certificate and logo will be sent as part of the

approval package from EPA. Thi

S

W i

be

email and CDX Inbox for download. If the certificate is ever misplaced or lost, the firm

can request a replacement certificate for $15.

d
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Helpful Tips CDXe

* Remember CDX credentials (user ID & password)

* Do not close the browser window until application processing is
complete.
Add/whitelist lea @epa.gov to registered email to ensure
communications are received in a timely manner.

In addition to being emailed, the approval package will also be posted
to the applicant’s X | for download.

To recap, here are a few helpful tips for successfully completiogad firmapplication.

Firstly, newlyregistered usershould be sure to keep track of their CDX ugeand
password, as it will be needed at the end of the applicapimtess for submission

Secondly, the user should avoid closorgefreshinghe browser window whernhe
application is processingt may take a few minutes to process, but they shadd
close the window until the system indicates that it is safe to do so.

Lastly, certain email systems may label communications from the Lead program as
spam. To avoid this, the user should add or whitédiatl.paint@epa.gov ithe email
account associated to their firm applicatiodnce the application is approved, a copy of
the certificate will be delivered to themail and posted to their CDX Inbox.

This concludes the CDX Lead Firm Certification Application tutorial.
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